VERA/VSIP Business Case Checklist

Region or Program Office:

Business Case

A brief, two-page summary that describes the circumstances leading to the request (e.g.
efficiency/restructuring/reshaping, ). Your business case must include a detailed summary of the
program/region personnel and/or budgetary situation that will result in an excess of personnel due to
workforce restructuring or reshaping. Review “Guiding Questions for Workforce Planning” for
suggestions; example themes and justifications from past VERA/VSIP efforts are included in a separate
file.

Information Required for VERA and VSIP Requests
e Identification of specific positions and functions to be reduced or eliminated (identified by
organizational unit, geographic location, occupational category, grade level and any other factors
related to the position). *
e A one paragraph description of how the program/region will operate without the
eliminated/restructured positions.
e A one paragraph explanation of how VSIP will be used in conjunction with VERA.

VSIP-Specific Information

e A description of the categories of employees who will be offered VSIP (identified by
organizational unit, geographic location, occupational category, grade level and any other factors
such as skills and knowledge, or retirement eligibility). *

e The number and maximum amounts of voluntary separation incentive payments to be offered
(i.e., approved). *

e A proposed organizational chart displaying the expected changes in the agency’s organizational
structure after the agency has completed the incentive payments.

VERA-Specific Information

e Provide the total number of non-temporary employees in the agency or component of the agency
undergoing change. *

e Provide the total number of non-temporary employees in the program/region who may be
involuntarily separated, downgraded, transferred, or reassigned as a result of the situation.

e Verify the total number of employees in the agency/organization who are eligible for early
retirement. Exclude all employees who are eligible for optional retirement. *

e Include this statement: “The estimate of the total number of employees in the
agency/organization who are expected to take early retirement is

e Provide a description of the types of personnel actions anticipated as a result of the
program/region’s need for VERA (e.g., details, reassignments, etc.). This information need not
be comprehensive. It should, however, be detailed enough to show how VERA will assist you in
accomplishing your restructuring, reshaping, and/or downsizing plans—and the personnel
actions you expect to take in concert with VERA to accomplish your goals.

* Data must also be captured in the Targeted Positions Template Excel spreadsheet sent to programs/regions
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Budget Information

Basic assumptions for calculations (e.g., hourly rate based on average grade and step) should be
captured in footnotes or otherwise explained in the business case.

Table A — Direct Costs for VERA/VSIP

# of Targeted Positions for VSIP x $25,000 $ Amount

Positions for VERA, Optional Retirement or
Resignation {Hourly rate based on the average
grade and step of the targeted pool x 240 x # of
Targeted Positions}

Annual Leave Pay Out for # of Targeted $ Amount

Total Maximum Direct Costs $ Sum

Table B — Estimated Savings for FY 2018 through FY 2019

FY 2018 Estimate

FY 2019 Estimate

A. Pre-VERA/VSIP Annual Payroll Cost

B. VERA/ VSIP Payout Cost

C. Leave Payout Cost

D. Post VERA/VSIP Annual Payroll Cost

E. Payroll for # New Hires

F. Payroll Savings for # VERA/VSIP Targeted
Positions (F=A-B-C-D-E)

G. Pre-VERA/VSIP Annual WCF Cost

H. Post VERA/VSIP Annual WCF Cost

1. WCF for # New Hires

J. WCF Savings for # VERA/VSIP Targeted Positions
J=G-H-]

Projected Savings with VERA/VSIP (F + J)

* Data must also be captured in the Targeted Positions Template Excel spreadsheet sent to programs/regions
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Example Theme and Justifications from Past VERA/VSIP Efforts

Theme: Use of VERA/VSIP to Restructure Nonsupervisory GS 13/14/15 Workforce

A significant proportion of EPA’s workforce is classified in nonsupervisory high-graded (i.e.,
GS 13, 14 and 15) positions:

Several drivers impact the sustainability of this workforce distribution:

e Program priorities evolve over time. The specific knowledge that was once required to
address a particular sector, program or pollutant may no longer be needed or may be
needed at a level that is not sufficient to support a stand-alone, high graded position. In
these cases, it can be difficult for individuals whose positions are based on such specific
knowledge to effectively transition to other comparably graded work.

e Program evolution and process improvements impact the number of people we need as
well as the required skill sets. Examples include:

o Next Generation Compliance Strategy - Will require new skills in our technical
and legal staff to utilize new monitoring technologies, work with communities
and community-collected information on local impacts, and develop innovative
enforcement approaches to improve compliance. These changes also impact
regulatory and permitting personnel who assist states and others in adopting/
issuing regulations and permits that are consistent with Next Generation
principles.

o Re-engineering our partnerships with States/tribes - Will require us to balance
EPA’s obligation to provide certain oversight/accountability with the need to
avoid duplication of work. The ability to effectively manage these multiple roles
requires a high degree of collaboration, communication and interpersonal skills.

o Skills Marketplace and other collateral duty approaches - Moving from a 1
person/1 program approach to greater cross-training and work-sharing will
support our mission regardless of where short or long-term vacancies arise.
Employees will need greater collaboration and self-management skills, and an
ability to apply their degrees/technical backgrounds to a variety of programs.

o Advanced automation/IT technologies — Will continue to streamline and redefine
our work, allowing people to manage workloads more effectively and with greater
consistency. For example, in EPA’s grants programs, the project officer role will
benefit from automated applications, tracking and oversight. These are changes
that will impact optimal workload. As the focal point for negotiations/issue
resolution, PO’s will require enhanced communication, matrix management and
problem-solving skills.

e Current attrition rates inhibit change and impact our ability to retain the next generation
workforce. Such low attrition rates restrict our ability to rebalance our future workforce
in terms of size, skills, and grade distribution. Entry level hiring is limited, as is our
ability to effectively restructure higher graded positions to focus on more transferable
skills rather than specific programs, sectors or pollutants. These new positions, although
fewer in number, would support sound succession management by ensuring the right
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skills and competencies are in place for the next generation of senior technical staff and
future managers.

Given these drivers, we propose to reduce and restructure our nonsupervisory high-graded
workforce by offering VERA/VSIP to GS-13, 14 and 15’s in our largest categories of
technical/professional positions. To ensure we have a sufficient pool of applicants, we will open
the VERA/VSIP to GS 14/15 supervisors/managers in these categories as well. Vacant
supervisory/manager positions created by VERA/VSIP provide an opportunity to evaluate
whether such positions should be eliminated or restructured based on skill gaps/workforce/span
of control factors.

Example Justifications for Past VERA/VSIP Requests
Reshape the workforce by eliminating obsolete positions and consolidating skills
Reduce and rebalance FTEs as well as extramural program requirements
Implement Next Generation Compliance
Restructure FTE ceilings to meet changing priorities

Realign organizational and personnel activities from general support services to essential
programmatic functions required for meeting agency strategic goals, as well as new and
expanded agency priorities and federal environmental and programmatic mandates

Reshape current workforce to correct significant competency gaps by creating a limited number
of vacancies to recruit new staff with critical knowledge, skills and abilities in some current and
new job classification series to create a higher-performing organization

Restructure, reorganize and reduce existing staff layers to improve organizational productivity
while reducing the personnel ceiling number to meet agency reductions in staffing and associated
payroll costs, and to reduce the number of supervisors and supervisory units

Reduce and rebalance the current top-heavy GS-13 to -15 grade structure so that the agency can
recruit at lower grade and career ladder levels

Reshape and reduce scientific positions in a manner that yields a workforce with the skill sets to
address the agency’s highest science priorities, including reducing the current number of
employees trained and working in traditional core research

Increase the number of employees trained and working in exposure sciences, informational
sciences, mathematics and statistics, modeling and computer sciences, and social sciences
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Revitalize critical post-doctoral candidate program to increase our technical expertise, advance
innovation, and employ cutting-edge ideas and techniques that are essential to effectively
addressing interdisciplinary research problems

Restructure and realign offices
Reduce and reshape non-supervisory environmental program positions

Reduce and restructure the work assigned to employees in specific occupational series and
grades to achieve staffing reductions, then restructure positions to recruit candidates having
technologically advanced skills

Reduce the number of non-supervisory positions for specific occupations and grade levels

Supervisory ratios—10:1
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U.S. Environmental Protection Agency
Office XYZ,
Voluntary Early Retirement Authority
and
Voluntary Separation Incentive Payments

L Introduction

In accordance with Section 1313(b) of the Chief Human Capital Officer’s Act of 2002, the U.S.
Environmental Protection Agency (EPA) is requesting approval authority through XX/XX/XX for the
use of Voluntary Early Retirement Authority (VERA/Early-Out) and Voluntary Separation Incentive
Payments (VSIP/Buy-Out). Organization XYZ will use these authorities to:

Both the VERA and VSIP opportunities will be offered to staff in targeted series in the XX components
of Organization XYZ. As noted in section 111, targeting decisions were made by senior managers based
on the specific mission needs required to reshape their offices. This proposal sets a maximum number
of VSIPs to be offered for each series in each office. Decisions on who receives VSIPs will be made on
the basis of seniority.

II. Background
HI. Reshaping the Workforce
IV.  Budget Neutrality

This request for VERA and VSIP authority, if approved, will be conducted so that no funds or resources
other than those appropriated for use in Fiscal Year (FY) XXXX will be used or required.

As mandated by the Office of Management and Budget (OMB) for early-out/buy-out requests generally,
Organization XYZ’s request certifies that the early-out/buy-out will be budget neutral. That is, the
early-out/buy-out authority will not result in any increased costs above current or future FY
appropriations to pay for costs incurred for buy-out cash payments, annual leave cash payouts, or any
other costs, including those associated with refilling the resulting vacancies.

V. Performance Measures to Assess Use of the VERA and VSIP Authority

The following performance measures will be used to assess the effectiveness of VERA and VSIP:

V1.  Voluntary Early Retirement Authority (VERA)

1. The reason for the VERA request.
This should describe the circumstances leading to the request and explain why the agency
believes that VERA will be an appropriate strategy for making the required adjustments in the
workforce. This must include a detailed summary of the agency’s personnel and/or budgetary
situation that will result in an excess of personnel because of a substantial delayering,

reorganization, reduction in force, transfer of function, or other workforce restructuring or
reshaping.

[PAGE ]
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The time period for which VERA is requested.

The time period is

The date when the substantial delayering, reorganization, reduction in force, transfer of
function, or other workforce restructuring or reshaping upon which this request is based is
scheduled to occur. (Note: The date provided should not be earlier than the ending date
provided in number 2 above.)

The date is

The total number of permanent employees in the organization. (Note: If you are requesting
VERA for only a part of your organization, provide the data for that portion of the
organization only. Do not provide the number of permanent employees for the entire
organization.)

The number is

The total number of permanent employees who are expected to be inveluntarily separated,
transferred, reassigned, reclassified, downgraded, and/or appointed as a result of number 3
above. (Note: If you are requesting VERA for only a part of your organization, provide the
data for that portion of the erganization only. Do net provide the number of permanent
employees for the entire organization.)

For example, if you are requesting VERA based on a need to reshape your workforce to correct
skills imbalances, you will likely experience voluntary separations, reassignments,
reclassifications, and new appointments. The sum of these anticipated actions is the number
we re seeking.

The number is

The total number of permanent employees in the organization who are eligible for
voluntary early retirement (Note: If you are requesting VERA for only a part of your
organization, provide the data for that portion of the organization only. Do not provide the
number of permanent employees for the entire organization. Alse, for this purpose, you should
exclude all employees who are eligible for optional retirement.)

The number is

The total number of permanent employees in the organization who are expected to take
early retirement. (Note: If you are requesting VERA for only a part of your organization,
provide the data for that portion of the organization only. Do not provide the number of
permanent employees for the entire organization.)

The number is

A description of the types of personnel actions you expect to take as a result of the actions
described in number 3.

[PAGE ]
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VI

This information need not be comprehensive. It should, however, be detailed enough to show
how VERA will assist you in accomplishing your restructuring, reshaping, and/or downsizing
plans—and the personnel actions you expect to take in concert with VERA to accomplish your
goals.

Voluntary Separation Incentive Payment (VSIP)
The reason for the voluntary separation incentive payment (VSIP) request.

This introduction should describe the circumstances leading to the request and explain why the
agency believes that VSIPs will be an appropriate strategy for making the required adjustments
in the workforce.

Identification of specific positions and functions to be reduced or eliminated identified by
organizational unit, geographic location, occupational category, grade level, and any other
factors related to the position, such as skills and knowledge.

Organizational Unit:

Geographic Location:

Series:

Grade:

Skills and Knowledge (optional):

A description of the categories of employees who will be offered incentives.

This should be a description of all groups of employees who will receive VSIP offers. The
agency should use categories such as position titles, occupational series, or function(s)
performed (e.g., maintenance workers, support staff, etc.). The request should also specify the
geographic area(s) where the employees are located. For example:

Do say “We plan to offer VSIP to auditors and accounting technicians in Des Moines, 14,
accounting technicians in Dallas, TX, and auditors, accounting technicians and payrolls clerks

in Orlando, FL".

Don’t say “We plan to offer VSIP to auditors, accounting technicians, and payroll clerks in Des
Moines, 14, Dallas, TX, and Orlando, FL”.

To summarize, while the category listing may be general in nature, the agency requesting VSIP
authority identifies all categories of employees who will be offered VSIP, and the geographic
location(s) where these positions are located.

The time period during which the agency will pay incentives.

The agency’s VSIP request should include narrative explaining both the time period during

which the agency will offer VSIP, and the final date for employees accepting VSIP to separate
from the agency’s employment roles.

[PAGE ]
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The agency should also explain any factors that might cause delays or complications in its plans
to offer VSIP. Finally, the agency should explain why it needs the amount of time it requested to
offer VSIP.

The time period we request to complete our VSIP program is

We expect employees that accept VSIP to be off the rolls by

We anticipate that we will require that amount of time because

The number and maximum amounts of voluntary separation incentive payments to be
offered.

The number is

The maximum amount that will be paid is

A narrative description of how the organization will operate without the eliminated or
restructured positions and functions.

A proposed organizational chart displaying the expected changes in the agency’s
organizational structure after the agency has completed the incentive payments.

This chart should show the agency (or component within the agency, if the VSIP request is for a
single component) minus the eliminated or restructured or redescribed positions (different
grade, title, function(s), etc.). In order to effectively show the meaning of this information, it
would be useful to display a current organization chart as well.

If the agency has requested, or will request, voluntary early retirement authority (VERA),
a description of how that authority will be used in conjunction with VSIP.

This discussion should explain the extent to which the agency believes it will reach its voluntary
separation goals by combining VERA with VSIP as an enticement for voluntary separation. If
the agency believes the VERA, when used with VSIP may entice certain employees to retire early
to receive a VSIP, it should provide that information and explain the anticipated, positive effect
that VERA will have on the VSIP acceptance rate.

If the agency is offering separation incentives under other statutory authority, a
description of how that authority is being used.

This provision is for agencies that my still have their own agency-specific VSIP law. If
applicable, the agency should discuss the number of incentives it plans to offer under each VSIP

statutory authority, broken down as described in item 2 above. If the agency has no single
agency VSIP law, it should enter “not applicable” in response to this item.

[PAGE ]
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Attachments

Attachment 1 — Current Organization Chart
Attachment 2 — New Organization Chart

Attachment 3 — Targeted Positions and Maximum Number of VSIPs to be
Offered to Targeted Positions by Office and Series

[PAGE ]
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Message

From: Vizian, Donna [Vizian.Donna@epa.gov]

Sent: 8/8/2017 5:35:30 PM

To: Hunt, Loretta [Hunt.Loretta@epa.gov]

CC: Hart, Debbi [Hart.Debbi@epa.gov]; Gray, Linda [gray.linda@epa.gov]; Carpenter, Wesley
[Carpenter.Wesley@epa.gov]

Subject: RE: VERA/VSIP Allocation Flexibility

Thanks Loretta.

From: Hunt, Loretta

Sent: Tuesday, August 08, 2017 1:06 PM

To: RHRO <RHRO@epa.gov>; OHR PMOs <OHR PMOs@epa.gov>

Cc: Vizian, Donna <Vizian. Donna@epa.gov>: Showman, John <Showman John@®epa gov>: Gray, linda
<gray.linda@epa.gov>; Carpenter, Wesley <Carpenter Wesley@epa gov>: Hart, Debbi <Hart Debbi@epa. govs: Parker,
Gary <parker.gary@epa.gov>; Peabody, Hitch <Peabody Hitch@epa.govs>; Coomber, Robert
<caomber.robert@epa.govs; Corbett, Krysti <Corbett Krysti@epa.gov>: Engebretson, Lizabeth
=<Engebretson.lizabeth@epa.gov>

Subject: VERA/VSIP Allocation Flexibility

HR Community,

A few offices came to OHR and requested V/V allocation flexibility We decided to ask OPM to allow all
programs this flexibility (a few specifically asked in their initial business cases and were already approved).

The new language added to the agency's business case (pg 3, attached) specitically states:

Given the pool of available candidates across our program and regional offices, the agency would like
to request the flexibility to increase (or decrease) the offer number in one or more categories if
necessary, with the understanding that the overall cap for each program or regional office (as identified
in sections II-XXIII below) cannot be exceeded.

What this means is that offices can shift slots to oversubscribed categories from undersubscribed categories. For
example:

Region A allotted 5 V/V slots for eligible 3015 and 3 slots for eligible 00285, 1he servicing 5S5C received
7 applications from 301s but only 3 applications from 0028s. Region A may now move the 2 surplus
slots allotted for the 0028 positions over to the 301 calegory to allow more eligible applicanis to take
V.

Please note, the region or program office may not:

e Exceed the organization’s maximum V/V cap approved by OPM and OMB.

e Add additional positions to the eligibility pool

e Approve more positions to vacate in a series/location/subcomponent than the organization can
realistically handle. Remember, all positions (except designated safe positions) vacated under V/V must
be eliminated or restructured. The organization must be still be able to function/meet mission needs once
employees vacate.

1f you have any questions or concerns, please contact me or your servicing HR Shared Service Center.
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Loretta L. Hunt

Branch Chiet

Policy and Accountability Branch
Palicy, Planning and Training Division
Office of Human Resources

Us EPA

Phone: (202) 564-6963

Emal: huntloslle@ena ooy
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Message

From: Hunt, Loretta [Hunt.Loretta@epa.gov]

Sent: 8/8/2017 5:06:08 PM

To: RHRO [RHRO@epa.gov]; OHR PMOs [OHR_PMOs@epa.gov]

CC: Vizian, Donna [Vizian.Donna@epa.gov]; Showman, John [Showman.lohn@epa.gov]; Gray, Linda

[gray.linda@epa.gov]; Carpenter, Wesley [Carpenter.Wesley@epa.gov]; Hart, Debbi [Hart.Debbi@epa.gov]; Parker,
Gary [parker.gary@epa.gov]; Peabody, Hitch [Peabody. Hitch@epa.gov]; Coomber, Robert
[coomber.robert@epa.gov]; Corbett, Krysti [Corbett.Krysti@epa.gov]; Engebretson, Lizabeth
[Engebretson.Lizabeth@epa.gov]

Subject: VERA/VSIP Allocation Flexibility

Attachments: EPA Prog and Reg Business Cases Final 7-31-17 agency flex up to caps adj....pdf

HR Community,

A few offices came to OHR and requested V/V allocation flexibility We decided to ask OPM to allow all
programs this flexibility (a few specifically asked in their initial business cases and were already approved).

The new language added to the agency's business case (pg 3, attached) specitically states:

Given the pool of available candidates across our program and regional offices, the agency would like
to request the flexibility to increuse (or decrease) the offer number in one or more categories if
necessary, with the understanding that the overall cap for each program or regional office (as identified
in sections H-XXIII below) cannot be exceeded.

What this means is that offices can shift slots to oversubseribed categories from undersubscribed categories. For
example:

Region A allotted 5 V/V slots for eligible 3015 and 3 slots for eligible 00285, 1he servicing 5S5C received
7 applications from 301s but only 3 applications from 0028s. Region A may now move the 2 surplus
slots allotted for the 0028 positions over to the 301 calegory to allow more eligible applicants to lake
Vi

Please note, the region or program office may not:

s Exceed the organization’s maximum V/V cap approved by OPM and OMB.

e Add additional positions to the eligibility pool.

e Approve more positions to vacate in a series/location/subcomponent than the organization can
realistically handle. Remember, all positions (except designated safe positions) vacated under V/V must
be eliminated or restructured. The organization must be still be able to function/meet mission needs once
employees vacate.

If you have any questions or concerns, please contact me or your servicing HR Shared Service Center.

Loretia L. Hunt

Branch Chief

Policy and Accountability Branch
Policy, Planning and Training Division
Office of Human Resources

Us EPA

Phone: (202) 564-6963
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To: Carpenter, Wesley[Carpenter.Wesley@epa.govl]; Ack, David[Ack.David@epa.gov}
Cc: McDonald, Joshua[McDonald.Joshua@epa.gov]

From: Gibson, Dave

Sent: Tue 8/8/2017 3:48:41 PM

Subject: RE: One Stop HQ Employee Separation Event for V/V

Sounds good.

Thanks

David Gibson, Director

Safety and Sustainability Division
US Environmental Protection Agency
1200 Pennsylvania Avenue
Washington, D.C. 20460

(202) 564-4242

Mail Code 3207T

From: Carpenter, Wesley

Sent: Tuesday, August 08, 2017 11:48 AM

To: Gibson, Dave <Gibson.Dave@epa.gov>; Ack, David <Ack.David@epa.gov>
Cc: McDonald, Joshua <McDonald.Joshua@epa.gov>

Subject: RE: One Stop HQ Employee Separation Event for V/V

Dave:

John will be getting the subject data for the entire agency from RTP tomorrow.

ED_001372_00000080-00001



Wes

From: Gibson, Dave

Sent: Tuesday, August 08, 2017 11:25 AM

To: Carpenter, Wesley <Carpenter. Wesley@epa.gov>; Ack, David <Ack.David@epa.gov>
Cc: McDonald, Joshua <McDonald Joshua@epa.gov>

Subject: RE: One Stop HQ Employee Separation Event for V/V

Wes

2

Maryann did say she would make an inquiry to the third floor regarding our concern. I didn’t
know John was following up on this.

Thanks

David Gibson, Director

Safety and Sustainability Division
US Environmental Protection Agency
1200 Pennsylvania Avenue
Washington, D.C. 20460

(202) 564-4242

Mail Code 3207T

From: Carpenter, Wesley

Sent: Tuesday, August 08,2017 11:14 AM

To: Gibson, Dave <Gibson.Dave@epa.gov>; Ack, David <Ack.David@epa.gov>
Cc: McDonald, Joshua <McDonald Joshua@epa.gov>

Subject: RE: One Stop HQ Employee Separation Event for V/V
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Dave:

Thanks for the email and inquiry. John Showman reached out to the RTP HR SSC for that
information earlier today. Let me make him aware of your needs. I will follow-up with you.

Wes

From: Gibson, Dave

Sent: Tuesday, August 08, 2017 11:08 AM

To: Ack, David <Ack.David@epa.gov>; Carpenter, Wesley <Carpenter. Wesley@epa.gov>
Cc: McDonald, Joshua <Mc¢Donald.Joshua@epa.gov>

Subject: FW: One Stop HQ Employee Separation Event for V/V

David/Wes,

Although HQ may not be affected much by the need for exit exams, could we possible get a list
of names across the Agency that have accepted the buyout? We would like to give FOH and the
SHEMP managers as much notice as possible in case they need to handle a surge of exams in a
very short window of time. It’s my understanding that tomorrow is the final day to accept the
buyout?

Thanks

David Gibson, Director

Safety and Sustainability Division

US Environmental Protection Agency
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1200 Pennsylvania Avenue
Washington, D.C. 20460
(202) 564-4242

Mail Code 3207T

From: McDonald, Joshua

Sent: Tuesday, August 08,2017 8:10 AM

To: Gibson, Dave <Gibson.Dave@epa.gov>

Subject: RE: One Stop HQ Employee Separation Event for V/V

Right on Dave. No news on FOH having anything different than still needing some
indication on how much support they’ll need to be ready for. Are we at the point now
that we could get names from HR or do we continue to put it on the SHEMPs (in that as
they hear numbers/get names, they’ll contact their health unit/look folks up in FRM to
verify whether in medical surveillance)?

If you want me to follow up w/HR, just let me know. We could reach out to Wes. Thx!

Joshua T. McDonald

Environmental, Safety and Health Programs Branch
Safety and Sustainability Division

Phone: (202) 564-6816
Fax: (202) 964-0215

http:; Ex. 6 - Personal Privacy

From: Gibson, Dave

Sent: Monday, August 07, 2017 10:50 AM

To: McDonald, Joshua <McDonald.Joshua@epa.gov>

Subject: FW: One Stop HQ Employee Separation Event for V/V
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Josh

2

I did mention to Maryann that we were trying to get a plan from FOH regarding a possible surge
with exit exams. I don’t think that will be an issue at HQ but it’s hard to tell how many from HQ
will be leaving that are in the OMSP. FMSD said they have H&S covered but I doubt they are
thinking about exit exams.

David Gibson, Director

Safety and Sustainability Division
US Environmental Protection Agency
1200 Pennsylvania Avenue
Washington, D.C. 20460

(202) 564-4242

Mail Code 3207T

From: Petrole, Maryann

Sent: Monday, August 07,2017 10:11 AM

To: Jefferson, Gayle <Jefferson.Gavle@epa.gov>; Jablonski, Janice

<jablonski janice(@epa.gov>

Cc: Blankenship, Steven <Blankenship.Steven@epa.gov>; Noga, Vaughn
<Noga.Vaughn@EPA .GOV>; Sterling, Sherry <Sterling.Sherry(@epa.gov>; Glazier, Kelly
<Glazier Kelly@epa.gov>; Gibson, Dave <Gibson.Dave@epa.gov>; Ack, David
<Ack.David@epa.gov>; Morina, Lenee <Morina.Lence@ecpa.gov>; Stewart, Neil
<Stewart.Neil@epa.gov>

Subject: RE: One Stop HQ Employee Separation Event for V/V

Excellent.
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From: Jefferson, Gayle

Sent: Monday, August 07,2017 10:10 AM

To: Jablonski, Janice <jablonski.janice@epa.gov>; Petrole, Maryann

<Petrole. Marvann@epa.gov>

Cc: Blankenship, Steven <Blankenship.Steven@epa.gov>; Noga, Vaughn
<Noga.Vaughn@EPA .GOV>; Sterling, Sherry <Sterling.Sherry(@epa.gov>; Glazier, Kelly
<Glazier Kelly@epa.gov>; Gibson, Dave <Gibson.Dave@epa.gov>; Ack, David
<Ack.David@epa.gov>; Morina, Lenee <Morina.Lence@ecpa.gov>; Stewart, Neil
<Stewart.Neil@epa.gov>

Subject: RE: One Stop HQ Employee Separation Event for V/V

Maryann:

David has reached out to FMSD & we are prepared to staff this upcoming event to cover
parking, transit subsidy, H&S, badging, keys, and fitness center membership cancellations.

Gayle

Gayle L. Jefferson

Director

Facilities Management and Services Division (FMSD)
OA/OARM/USEPA

Main Number: (202)564-2030

Direct Number: (202)564-1630

Cell Number: | Ex. 6 - Personal Privacy

From: Jablonski, Janice

Sent: Friday, August 04, 2017 4:58 PM

To: Petrole, Maryann <Pe¢trole. Maryvann@epa.gov>

Cc: Blankenship, Steven <Blankenship.Steven@epa.gov>; Noga, Vaughn
<Noga.Vaughn@EPA .GOV>; Jefferson, Gayle <Jefferson.Gavle@epa.gov>; Sterling, Sherry
<Sterling.Sherry@epa.gov>; Glazier, Kelly <Glazier.Kelly@epa.gov>; Gibson, Dave
<Gibson.Dave@epa.gov>; Ack, David <Ack.David@epa.gov>
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Subject: Re: One Stop HQ Employee Separation Event for V/V

David Ack is coordinating.
Sent from my iPhone

On Aug 4, 2017, at 3:59 PM, Petrole, Maryann <Petrole. Marvann@epa.gov> wrote:

Hi Jan,
Are you all coordinating this? It hasn’t come up at any of our staff meetings and the last
departure date is Sep 1%, not sure that our folks will be departing that soon. Has OHR

revised/leaned the checkout list? Would like some more info on this in the next week. Is
this HQ-wide or just OARM? Thank you!

Maryann
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From: Ack, David

Sent: Thursday, July 27,2017 9:57 AM

To: Glazier, Kelly <Glazier. Kelly@epa.gov>; Jefferson, Gayle
<Jefferson.Gayle@epa.gov>; Cox, Andrew <Cox Andrew(@epa.gov>; Kelty, Diane
<Kelty.Diane@epa.gov>; Cunningham, Dennis <Cunningham.Dennis@epa.gov>;
Mobashar, Mutahara <mobashar.mutahara@epa.gov>; Hardy, Michael
<Hardy.Michael@epa.gov>

Cc: OARM Directors <OARM Directors(@epa.gov>

Subject: One Stop HQ Employee Separation Event for V/V

Importance: High

All,

OARM has scheduled an all-day one stop employee separation event for Wednesday, August 23,
2017 in the WJCS Room 2138. Tentative time is 8:00-5:30pm. We will need representatives from
the Badging Office, Security (NSI Debrief and Credentials), Facilities, Transit Subsidy/Parking
Subsidy/Parking Passes, SHEM, OITA (for passports) and the library. Please ensure that
individuals from your organization have the appropriate authority are available o participate in this
event.

Staff should bring a printed form 3110-1 which they will need to email to hrpavhelp@epa.gov to
check the status of their leave balances, purchase cards and any other debts. They should email
the form to cinwd_travel@epa gov to terminate their travel card and ensure balances are zero.

We are expecting a representative from OITA for anyone that has passports, but be advised, staff
with passports may have to report directly to OITA due to the sensitive nature and control
procedures for passports. Please identify staff that will be able to be on hand to cover the entire
day. | will be setting up a short meeting to go over the details with them. Please submit the names
of your staff that will be supporting this event to ack.david@epa.gov by COB Friday, August 4™

Regards,

David B. ACk, MPA
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Business Process Improvement Coordinator

Lean Six Sigma Master Black Belt/OARM Lean Advocate
Office of Administration and Resources Management
Office of Resources, Operations and Management |/O
U.S. Environmental Protection Agency WJCN 3353H
1200 Pennsylvania Avenue NW

Washington, DC 20460

202-564-2885 (0 )

Ex. 6 - Personal Privacy :( C )

"A gentleman never makes himself the center of attention. His goal is to make life easier, not just for
himself but for his friends, his acquaintances, and the world at large. Because he is a gentleman, he
does not consider this a burden. Instead, it is a challenge he faces eagerly everyday.”
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Message

From:
Sent:
To:
CcC:

Subject:

Vizian, Donna [Vizian.Donna@epa.gov]

6/17/2017 11:55:06 AM

Hart, Debbi [Hart.Debbi@epa.gov]

Showman, John [Showman.John@epa.gov]; Gray, Linda [gray.linda@epa.gov]; Carpenter, Wesley
[Carpenter.Wesley@epa.gov]

Re: FYI--Draft final V/V submission is now delivered--

Thank you everyone. | really appreciate it.

On Jun 16, 2017, at 7:31 PM, Hart, Debbi <Hart Debbidena.gov> wrote:

It’s now 7:30. We had late-breaking changes from R2 and also identified number discrepancies for the
AO and R10 during our final QA. Number changes have ripple effects...

Despite the stress and frustration, couldn’t ask for a better team. Shout outs to Marvin, Detha, Jason
and Loretta- they continue to be awesome.

HELLO WEEKEND!
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Message

From: MassMailer [massmailer@epa.gov]

Sent: 6/1/2017 7:19:53 PM

To: MassMailer [massmailer@epa.gov]

Subject: Agency’s Workforce Shaping through Voluntary Early Retirement and Separation Incentive Payment Authorities
(VERA/VSIP)

SUBIJECT: Agency’s Workforce Shaping through Voluntary Early Retirement and Separation Incentive Payment
Authorities {VERA/VSIP)
FROM: Mike Flynn

Acting Deputy Administrator
TO: All EPA Employees
Dear Colleagues,

In my April 17, 2017 memo to EPA senior management, | announced that we were beginning steps to initiate an early
out/buyout program with a goal to complete the program by the end of September 2017. | wanted to give you an
update on the current status and upcoming steps on the program.

Voluntary Early Retirement Authority (VERA) and Voluntary Separation Incentive Payment Authority (VSIP), often
referred to as early outs and buy outs, can help us realign our workforce to meet changing mission requirements and
move toward new models of work. The authority encourages voluntary separations and helps the Agency complete
workforce restructuring with minimal disruption to the workforce.

Current Status

The Agency has begun a workforce reshaping effort in which headquarters and regional offices are reviewing their
current organizations and analyzing where they can achieve efficiencies. As a result of these analyses, the Agency is
planning to use VERA/VSIP where it makes sense and where it is aligned with these efficiencies. We will be working with
the Agency’s labor unions as we go through the VERA/VSIP process.

Headquarters and regional offices currently are working on VERA/VISIP business cases for their respective organizations.
Our Office of Human Resources staff will review and consolidate these business cases into one agency-wide business
case which will be submitted to the Office of Personnel Management (OPM) and the Office of Management and Budget
(OMB) for approval.

In developing our VERA/VSIP business case, we are considering multiple factors including increasing supervisor to staff
ratio; consolidating support functions; restructuring or reducing highly graded supervisory and non-supervisory
positions; focusing on core business functions, programmatic and STEM priorities, and consolidating and streamlining
programs and functions. Details on the selection criteria for employees in the pool are still being worked out.
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Next Steps
We plan to submit our agency-wide VERA/VSIP business case to OPM/OMB for approval later in June, and will work

closely with OPM/OMB to help expedite the review process. We will provide you information on what positions will be
included in the VERA/VSIP program as soon as possible, likely sometime in July. We expect a limited number of
employees will be offered VERA/VSIP, and those who accept a VERA/VSIP offer must leave the Agency by early
September 2017.

Please look for additional VERA/VSIP information from your organization’s senior leadership soon. In the interim, | have
provided you with some helpful links below.

Many thanks for your continued commitment to EPA’s mission and public service. | am very proud to work alongside
you.

OPM’ S VERA/VSIP links:
hito://fenww opm.gov/oolicy-date-oversisht/ workforce-restructuringfvoluntary-early-retivement-guthorit

Wit/ Awww opm.sov/nolicy-data-oversisht/workforce-restructuringfvoluntary-separation-incentive-payments/
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Message

From: Message from the Deputy Administrator [messagefromthedeputyadministrator@epa.gov]
Subject: Agency’s Workforce Shaping through Voluntary Early Retirement and Separation Incentive Payment Authorities
(VERA/VSIP)

SUBIJECT: Agency’s Workforce Shaping through Voluntary Early Retirement and Separation Incentive Payment
Authorities {VERA/VSIP)

FROM: Mike Flynn
Acting Deputy Administrator

TO: All EPA Employees

Dear Colleagues,

in my April 17, 2017 memo to EPA senior management, | announced that we were beginning steps to initiate
an early out/buyout program with a goal to complete the program by the end of September 2017. | wanted to
give you an update on the current status and upcoming steps on the program.

Voluntary Early Retirement Authority (VERA) and Voluntary Separation Incentive Payment Authority (VSIP),
often referred to as early outs and buy outs, can help us realign our workforce to meet changing mission
requirements and move toward new models of work. The authority encourages voluntary separations and
helps the Agency complete workforce restructuring with minimal disruption to the workforce.

Current Status

The Agency has begun a workforce reshaping effort in which headquarters and regional offices are reviewing
their current organizations and analyzing where they can achieve efficiencies. As a result of these analyses, the
Agency is planning to use VERA/VSIP where it makes sense and where it is aligned with these efficiencies. We
will be working with the Agency’s labor unions as we go through the VERA/VSIP process.

Headquarters and regional offices currently are working on VERA/VISIP business cases for their respective
organizations. Our Office of Human Resources staff will review and consolidate these business cases into one
agency-wide business case which will be submitted to the Office of Personnel Management (OPM) and the
Office of Management and Budget (OMB) for approval.

In developing our VERA/VSIP business case, we are considering multiple factors including increasing supervisor
to staff ratio; consolidating support functions; restructuring or reducing highly graded supervisory and non-
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supervisory positions; focusing on core business functions, programmatic and STEM priorities, and
consolidating and streamlining programs and functions. Details on the selection criteria for employees in the
pool are still being worked out.

Next Steps
We plan to submit our agency-wide VERA/VSIP business case to OPM/OMB for approval later in June, and will

work closely with OPM/OMB to help expedite the review process. We will provide you information on what
positions will be included in the VERA/VSIP program as soon as possible, likely sometime in July. We expect a
limited number of employees will be offered VERA/VSIP, and those who accept a VERA/VSIP offer must leave
the Agency by early September 2017.

Please look for additional VERA/VSIP information from your organization’s senior leadership soon. In the

interim, | have provided you with some helpful links below.

Many thanks for your continued commitment to EPA’s mission and public service. | am very proud to work
alongside you.

OPM’ S VERA/VSIP links:
hito/fwww opm.gov/oolicy-data-aversight f'workforce-restructuring Svoluntarv-earlv-retirement-authority/

o Awww opmeosov/policy-data-oversisht/workforce-restructuring fvoluntarv-separation-incentive-
paymenis/

EPA’s VERA/VSIP link; ?‘Ei‘.’{g’g:{% Ex. 6 - Personal Privacy
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Message

From: MassMailer [massmailer@epa.gov]
Sent: 6/20/2017 6:12:57 PM

To: Mass Mailer [Mass_Mailer@epa.gov]
Subject: Update on VERA/VSIP Opportunities

Dear Colleagues,

OnlJune 1, 2017, | announced that the agency had begun a workforce reshaping effort in which headquarters
and regional offices were reviewing their current organizations and analyzing where they can achieve
efficiencies. On June 16, 2017, the agency submitted its draft request to the Office of Personnel Management
and the Office of Management and Budget to use VERA {also known as early-out) and VSIP (also known as
buy-out) where it makes sense and where it is alighed with these efficiencies.

Our agency-wide business case for VERA/VISIP reflects multiple factors, including increasing the staff to
supervisor ratio; consolidating and streamlining functions; restructuring or reducing highly graded supervisory
and non-supervisory positions; and focusing on core business functions, programmatic and STEM {science,
technology, engineering and mathematics) priorities.

We expect to hear from OPM and OMB on our request by late June. In the interim, agency management will
share with employees information on the grades, occupational series, and geographic locations within their
organization that are included in the VERA and VSIP request. We expect a limited number of employees will
be offered VERA/VSIP, and those who accept a VERA/VSIP offer must leave the agency by early September.
The decision to take advantage of a VERA or VSIP is entirely voluntary.

Throughout this process, we will be working with our union partners. We will provide more details as they
become available. Thank you again for your support as we work through this together.

Mike Flynn
Acting Deputy Administrator
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Message

From: Schulman, Marvin [Schulman.Marvin@epa.gov]
Sent: 6/19/2017 2:50:30 PM

To: Carpenter, Wesley [Carpenter.Wesley@epa.gov]
Subject: RE: FYI--Draft final V/V submission is now delivered--
Thanks, Wes.

Quite and relaxing...hope yours was too

From: Carpenter, Wesley

Sent: Monday, June 19, 2017 10:48 AM

To: Schulman, Marvin <Schulman.Marvin@epa.gov>

Cc: Gray, Linda <gray.linda@epa.gov>

Subject: RE: FYI--Draft final V/V submission is now delivered--

Thanks, Marvin. | appreciate the follow-up and acknowledge Debbi’s important role in submitting the 2017 EPA V/V
proposal to OPM.

I hope you had a good Father’s Day yesterday!!!

Wes

From: Schulman, Marvin

Sent: Monday, June 19, 2017 10:41 AM

To: Gray, Linda <grav linda@epa.gov>; Carpenter, Wesley <Carpenter. WeslevBena sov>
Subject: RE: FYI--Draft final V/V submission is now delivered--

Linda & Wes —

Just now seeing Debi's email...lts worth pointing out that Debbi left out one team member — herselfl She was working just
as hard on this as any of us, and was pivotal in keeping us all on task in getting this done.

From: Gray, Linda

Sent: Saturday, June 17, 2017 9:15 AM

To: Hunt, Loretta <Hunt.loretta@ens.gov>; Schulman, Marvin <Schulman Marvin@epa gov>; McNeal, Detha
<McNeal Detha®epa.gov>; Kuhns, Jason <Kubins Jason@epa.gov>; Parker, Gary <parker.gary®@spa,gov>; Hart, Debbi
<Hart.Debbi@epa.pov>; Cooper, Marian <Cooper.Marian@epa, gov>

Cc: Carpenter, Wesley <Carpanier.Wesley@epa gov>; Vizian, Donna <¥izian. Donna®@epa.gov>; Showman, John
<Showmanohn@epa.gov>

Subject: Fwd: FYI--Draft final V/V submission is now delivered--

Great team effort. Have a great weekend!
Sent from my iPhone

Begin forwarded message:

From: "Carpenter, Wesley" <Carpenter Wesley@epa.gov>
Date: June 16, 2017 at 8:25:26 PM EDT
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To: "Hart, Debbi" <Hart. Debbitbepa.gov>

Cc: "Vizian, Donna" <¥izian.Donna@epa.gov>, "Showman, John" <Showmandohn@epa.gov>, "Gray,
Linda" <gray.linda@epa.gov>, "Cooper, Marian" <Cooper. Marlan@epa.gov>

Subject: Re: FYI--Draft final V/V submission is now delivered--

Thanks, Debbi (Loretta, Marvin, Detha, Jason, Gary and Marian). Truly an outstanding team
achievement. Well done!!! Enjoy your weekend and get some rest.

Wes
Sent from my iPhone

On Jun 16, 2017, at 7:31 PM, Hart, Debbi <Hart.Debhifepa.gov> wrote:

It’s now 7:30. We had late-breaking changes from R2 and also identified number
discrepancies for the AO and R10 during our final QA. Number changes have ripple
effects...

Despite the stress and frustration, couldn’t ask for a better team. Shout outs to Marvin,
Detha, Jason and Loretta- they continue to be awesome.

HELLO WEEKEND!
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Message

From: Jablonski, Janice [jablonski.janice@epa.gov]

Sent: 8/4/2017 7:34:07 PM

To: Carpenter, Wesley [Carpenter.Wesley@epa.gov]

cC: Gray, Linda [gray.linda@epa.gov]

Subject: For Review - OHR Eligibility Listing - Need response by COB Monday, August 7

Attachments: OHR Eligibility Listing.8.4.17 .xIsx

Attached is your list of V/V eligible applicants. Please review and let me know, no
later than Monday, August 7, whether there are any names that you believe
should or should not be there. This file contains Pll and is therefore password
protected. | will send the password in a separate email.
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Overview of the
Reduction in Force Process

Lrren Brares GFRIDE OF FErsonag MaNAGEMENT
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What is Reduction in Force (RIF)?

e Objective procedures that determine
who stays and who goes when
Federal positions are abolished

e The focus is on protecting employee's
retention rights

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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When is RIF Required?

e When employees will be involuntarily
separated, downgraded, or furloughed due to...

— Lack of funds
— Shortage of work
— Insufficient personnel ceiling

— Reorganization
.. and alternatives do not work

e Furlough duration determines if RIF or
adverse action procedures apply

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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Management Alternatives to RIF

Hiring freezes, attrition, selective
appointments (temporary or term
appointments instead of permanent)
Voluntary or directed reassignments to any
location

Aggressive transition/placement programs
Voluntary Early Retirement Authority
(VERA)

Voluntary Separation Incentive Payments
(VSIPs or buyouts)

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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Management Decisions

* Agency management must:
— Provide the reason(s) for the RIF
— Determine the effective date
— Decide which positions to abolish

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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Agency Mission

* All management decisions must consider
the positions required to be retained for
continued successful performance of the
organization’s and agency’s mission

* For example, which positions should be:
— Excepted from a hiring freeze
— Included in VERA and/or VSIP offers
— Abolished in a RIF

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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Key Terms in RIF

e These terms apply mainly to RIF
— Competitive area
— Competitive level
— Retention factors

e Positions in the competitive area are
organized by competitive levels (or master
retention list), then the retention factors

are applied to each potentially affected
employee in that competitive area

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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Competitive Area

e Defines the limits within which employees
compete for retention

e Defined by:
— Organization
— Geography (e.g., commuting area)

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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Competitive Area

e OPM sets the minimum standard in
regulation
— A subdivision of the agency under

separate administration within the local
commuting area

e There is no maximum standard -- could be
defined as agencywide (organizationally)
and/or nationwide (geographically)

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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What is “Separate
Administration”?

e The subdivision is separately organized

e |tis clearly distinguished from other units
with regard to:

— Operation

— Work function

— Staff

— Personnel management

» Authority to take or direct personnel
actions (e.g., establish or abolish positions)

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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Commuting Area

e |s established by the agency
e |t must be reasonable

e Regulatory definition

— Geographic area that constitutes one area
for employment purposes (there is no
mileage standard)

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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Competitive Level

e All jobs in the competitive area grouped by

— Grade (or level) and classification series
— Duties and qualifications
— Separated by:

e Service (competitive or excepted)

¢ By appointing authority within the
excepted service
e Pay schedule (e.g., GS or WG)

e Work schedule (e.g., full-time, part-time,
seasonal)

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT

ED_001372_00000339-00012



A Quick Quiz

Put the RIF retention factors in order,
beginning with the most important factor

A. Seniority
C. Performance ratings

B. Veterans’ preference

D. Tenure

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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RIF Retention Factors in Order

D. Tenure
B. Veterans’ preference
A. Seniority

C. Performance ratings

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT

ED_001372_00000339-00014



Retention Factors

© Tenure (appointment type)
@ Veterans’ preference
® + ® -SUBGROUP
© Length of service
O Performance

© + O -RIF SERVICE DATE

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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Tenure

e Competitive service tenure groups:
| = Career
Il = Career-conditional
Il = Term, Indefinite
e Excepted service tenure groups:
| = Permanent
Il = Serving trial period
Il = Time-limited

NOTE: Most temporary employees are in Tenure Group 0 (no RIF rights)

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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Veterans’ Preference for RIF

e Veterans’ preference for RIF includes an
honorable conditions discharge or release and

— Active duty service of more than 180 consecutive
days before 10/15/76 or between 09/11/01 and
08/31/10;

— Active duty service between 8/2/90to 1/2/92;

— Receipt of a campaign badge or expedition
medal; or

— Has a service-connected disability

e Derived preference (spouse, widow, widower,
. and mother) also applies in RIF

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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Veterans’ Preference for RIF

e A military retiree is not a preference eligible
for RIF unless:

— Retirement was based on combat disability;

— Retirement was based on less than 20 years
of service; or

— Retiree has been a Federal employee
continuously since 11/30/64

eRank at retirement also matters

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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Veterans’ Preference Subgroups

e Subgroup AD = Preference eligible with a
30% or more service-connected disability

e Subgroup A = Preference eligible for RIF

e Subgroup B = Not a preference eligible for
RIF and non-veterans

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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Length of Service

e Total civilian and military service (not just
service in the agency)

e Retired military -- only service in a war or
campaign or expedition is creditable

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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Performance Credit

e Credit is assigned to each of the three most
recent ratings of record received in the
previous 4 years

e Each rating equals a number of years credit

e Rating credits are averaged, rounded up to
the next whole number

— If no ratings were received during the 4-year
period, a presumed rating is assigned

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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Crediting Performance

e Standard rating pattern
— Qutstanding = 20 years
— Exceeds fully successful = 16 years
— Fully successful = 12 years

e Mixed rating patterns

— Agency sets values for each rating pattern
between 12 and 20

e No credit for less than fully successful ratings

Ureren Brares QPFOE OF Prrsonsss MaMAGEMENT
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Retention Standing

e Retention standing is a formula applied to
each employee

e Combines the four r